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Access Requamemlmdsedur es

Users needing acce$s VDOT's AWHPreconstructionestimating software MUST do the followinigefore
access igranted
1. Take the required dday Live Online clasga MS Teams.
Class registration found herkttps://virginiadot.csod.com
Class name AWPRPreconstruction (Virtual Class)

2. Consultant Specifiddentify & determine your VDOT Supervisor, this is someone that accepts the VDOT
work you are doing. This VDOT ¢titthe employee) person must agree $ponsor you.

3. Submit fingerprints & pass a CHRC background check
This software is considered sensitive so all users must pass this backgroundrettedkoy VITA
and the Virginia State Police. Note: Consultants will incur a fee.

4. Open & Maintain a COYCommonwealth of Virginia) login/password through VITA.
Note:the passwordnust beupdated routinelyor access iautomaticallydisabled.
a. VDOT =every 90 days
b. Consultant= every 42 days

5. Submit aSARAequest for AWPPrecon access
A SARA request is submitted for AWRecon access with the appropriate role and control group assigned.

¢ KS dza S NI a -PreOdd Sastimatchythe Ipérmission level (Role) in SARA

6. Each User is assigned a Control Group and 1 or more AWRdRole
ControldNRP dzLJA | NB FaaA3adySR o6lFaSR 2y GKS dzaSNRa 20l
NS FaaA3adySR o0llaSR 2y (KS dzaSNRa fSIad Pregawy d 213
Administratorin User/CG master list

Support [/ Helop

Purpose Name URL

All AWRPreCon
Questions & eConstructionPortal https://covgov.sharepoint.com/sites/VDOTONeConPortaExternal

Support

cov VITA (VCCC) Custom https://www.vita.virginia.gov/itsupport/
login/password Care Center o
Management 866-637-8482 https://virginia.okta.com/

VCCC@vita.virginia.gov
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1. GETTI NG STARTED

The AWRPreconstructiosoftware is aVeb application designed to run Google Chrane orMicrosoftEdge.
The Internet Explorer browser should not be usedun AWRPreCon successfully, pleasse the
recommended settings below.

1.1.1 Internet Browser Settings

All users should use tHeoogle Chrome browser when using AWReconstructionper the VDOT
Information Security Officer dated 2/27/2020. Users will experience font and field issues when using tf
Internet Explorer browser, due VITA security restrictions for Windows 10 fonts.

1.1.2 Navigation

This ugr's guide can be printed, allowing readers to navgate the da@umentby using the &ble of contents,
chapter numbers, and page numbes. Viewing this ugrs guide in pdf format provides additional oppetunities
for navigation.

& Note: Adobe Reader must be installed on your workstation in order to view this document
as a pdf file. You can download the latest version of Adobe Reader from the Adobe website:
http://www.adobe.com/

When you viewthe ser's guide as a pdf fil e, you can usethe Bookmaks panel on theleft side ofthe
AdobeReader window to ravigatewithin thedocument. TheBookmaks panel containsan outlineof the
sedion headings used irthe da@ument, similato a ble of contents Bookmaks function like hyperlinks.
You can click abookmak to disphy the Elated pagein theright pane of theReader window.

Thepdf versionof the user's guide aso conains hyperlinks throughout thetext. You can click ahyperlink
to viewadifferent page that descriles related features ortasks. Entrés in the éble of contentsare also
linkedto therelated pages in thedocument.

Finally, viewing the ugr's guide as a pdf file enables you to usehe search feaures in Adde Reader. To
display thesearch field, click theEdit menuand click Find, oryou can press CTRL+F. Typeaword or phrase
in theseach field, and press Enér. Adobe Realer displays thefirst instarce of theword or phrase you

entered. You can click the Next and Previous buttons to viewead additional instarce.

1.1.3 Using Online Help

The AASHTOWare Project Help system provi@s awedlth of information immedately avail able toyou
while you wark. Understandinghow theHelp system waks males it essier to find thanformationyou reed.

The Help system iscontext sensitie, which means thet when you click the Help button@® on acomponent
in the software, the system provides information about théunctionality of thatcomponent oly. Each Help
page provides links to otheHelp pages containingrelated infamation.

TheHep systemalso mntains topics tht are more genera in natureand not linked to a spdfic compaent
in the sdtware. You @an navigate theentire Help system by clicking the Contents link in thetop left corner
of any Help page, or by clicking theHelp button on the Mnu Bar.

TheContents pneis arganized by busiresscategory and uss expandable and collapsible booksand pages
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to disphy thelist of topics avail able in theHelp system.This panéhelps you navigate through thehierarchy
of topics to find adesired caegory and subgd.

Click abook toexpand i, and thenclick thepage you want to e Thesystem dispbys the @gein theright
paneof the rowser window.

NOTE: the Online help is NOT VDOT specific, this training manual serves specifically for VDOT
requirements.

1.1.4 Search

TheSeach paneprovides arapid full-text search of al the topics in theHelp system. To disg@y the Seach
panefrom any Help page, click the Search button in thetop left corner next to theContents button. To
perform a search, type your seach criteriain theSearch input field on thetoolbar, and click the Go button. To
seach for a phrase, enclosethe phrase in quoks in theSearch field.

The systemperforms the sarch and automaticdly opens theSeach pane, which dispbys a list of the topics
in which theseach text appears. Topics are ranked in order of best match. Click on atopicto displaythe page
in theright paneof thebrowser window.

You can also perform aseach in theSearch paneitself by clicking on theSearch tab.
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1.2 Logging On & Off

VDOT 06 s -Ple@ddtructionr esi des in a Cloud hosted environme
Multi-Factor Authentication (MFA) also known as Okta, which provides a second authenticatiomsersill

To Log into AWRPreconstruction:

1. Openthe recommended browsand navigate to:

https://vdot-pr-prod.infotechinc.com/
or

https://virginia.okta.com/

2. Enter your credentials:
Username(Network ID)@vdot.virginia.gov
Network ID is typically firstname.lastname

Passwordyour temporary or current password from Vita

3. Choose aMMFA (OKTA) Authentication method:

There are 3 methods, they are

i. Google Authenticator Code provided on an App installed on your ph{Recommended)
ii. SMS Authenticatoi Code sent via Text message
iii. Voice Cdl Authenticatori Code sent via a phone call

https://vcce.vita.virginia.gov/vita?id=vita kb article&sys id=090583dalbc43410621beb5ce54bcbff

4. Enter the code provided and click Verify
5. The AWPDashboard & youHome screen opens and yioegin your work in Precon.

To Log Off, click the Logout Button, in the upper right corner. (D
| 0g off

10
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1.3 The Dashboard

When you log on to thesystem, the stiware opens onthe dashbard. You can also go to the @shbard at any
time by clicking the Home button on thévienu Bar

Thedashbard containsoneor mae components. Bt component is idelifi ed by atitle set within ablue
header bar. Each componenfprovidesaccessto the irformation and processes required for aspecific area of
your agency's wak. Thecomponentg/ou se on your dashbard arethose tlat match the spcific areas of
responsibilty assgned to your active role. See Understanding Your Role and Using Component$or more

information.

Thefollowing example shows the ashbard as it might apper for a system administator. Keep in mind that

someof thecomponents shen in theexample might not beavail able for you depending on your ative role

and whch AWP modules are current.

Menu

Expanded

Action Buttons on the
Dashboard

I O

Materials ~ External Links

Component

Collapsed
Component

Preconstruction

II
lee

Projects
Prime Projects
Proposals
Lettings

Find Bid Data

4 > System Administration

o0

“ Preconstruction NEWS

2/10/17 UAT ENVIRONMENT

v Materials

“ External Links

]!

AASHTO Transportation Construction

Cloverleaf .
Community

On this page: Reference Data  Preconstruction  System Administration  Civil Rights & Labor  Civil Rights & Labor Nen-Agency  Construction

PROJECT Preconstruction Administrator (Const Div)

™~ v @ O

Actions  Help  Log off

> Reference Data

w Civil Rights & Labor
Contracts

Payrolls Row Action Button
Unapproved Payrolls

Base Percent Goal

On the Job Trainee Goal

Compliance

v Civil Rights & Labor Non-Agency

]

Contracts

Payrolls

Unapproved Payrolls

Bidder Quoter

Proposal Viendor DBE Commitrment
Contract Current DBE Commitment

Contract Approved DBE Commitment

+ Construction

]

Contract Administration
Contract Progress

Contract Vendor Assets

Figure 1 - The Dashboard

Thedashbard includes thesestandrd features:

A Menu Bar 8 Thesystem disphys the Menu Bar at thetop of every webpagein the system.
Thebuttonsand menus on thisdb help you to moveguicky through thesystem to visit the
pages and components/ou usemost ofen.

A HomePageNewsd This compoent provides imporent VDOT specificinformation.
A External Linksd Thiscomponent povides links to websites you useoutside of the

AASH
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1.3.1 Menu Bar
The system displays tiMenu Bar at the top of every webpagén the system.

I E————— |
Ciore .9 9

Actions Help Log off
Figure 2 - The Preconstruction Menu Bar

Theleft sideof theMenu Bar contains tlesebuttonsand menus:

A Home - Clicking this buton takes you to thedashboard for your active role.
Clicking the davn arrow opens theHome nmenu, which containsan indicetor for your adive role (bold
text with ached mark) and lists all the rolesassigned to you. This nenu alows you to switchroles
from any location in thesystem. When you switch rdes, you remain on theomponentvhere you
were working unless the ew role does not tave appraoriate security rights, in whch casethe system
takes you to thedashbard.

A Previous- Clicking this button eturnsyou to thelast page you visited in thesystem usig your active
role. Clicking the davn arrow disphys alist of links to the mostecent pages you visited inyour active
role. Previous Activity Overview,you can accessamuch langer list of links to pevioudy viewed pages.
Clicking a link tales you to that location in thesystem.

A My Pages - Clicking this buttontakes you tothe My Page Overview comporent, where you can manage

frequently used (orfavorite) pages for your adive role. Youcan add pages as favorites from any location
in thesystemby clicking the downarrow and slecting Remember this Page

Theright sideof theMenu Bar contains tlesebutonsand menus:

A Actions - Clicking this button ognsamenu ofadionsyou can take within thesystem. Theadions thet
arelistedare limited to thosdhatare relevant for your adive role. When you sled an ation, thesystem
automatielly takes you to thecomponent in theystemwhere the adion can beperformed.

A Help - If your agency has recorded agency Help, clicking this button &kes you to aseparate krowser
window containingonline help for your active role. If agency Help has not ben recorded, clicking this
button tkes you to thewWelcomepage ofthe sandard online Help.

A Log off - Clicking this button endgour session.

12
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1.3.2 Quick Links
Quick links are displayed in bluetext below theMenu Bar and abovethewebpage title. Theselinks
allow you toquickly jump to applietion pages related to thecurrent page. Your Role will determine
which of these quick links you have access to.

l
v
I @9
Actions Help  Log off
On this page:  System Information  System Administration  Preconstruction  Estimation  Materials  External Links  Reference Data
Civil Rights & Labor  Civil Rights & Labor Non-Agency  Construction  Materials Worksheets  Data Analytics

Figure 3 - Quick Links below the Menu Bar

If you are on apagethatcontainsmultiple components, qek links preceded by the label On this pageare
displayed for each component ontte page. When you click one of thesequick links, thesystemautometically
scrolls thepage to the Iacaion of the component.

1.3.3 Hypertext Links

Hypertext links can belocated anywhere on an applicaion component, includingfield value, and are
identified by blue &xt. When clicked, alink takes you to anothercomponent or pge, uswally onecontaining
moredetailed iformation thanwhat is availablein thecurrent component. Ater you have clicked alink, it
changes from blueto purpleto remind you thatyou have alrealy visited thet link.

& Note: In alist, when you add anew row in whichoneof thefield values is hypertext link, thelink is
disabkd until you save thenew record.

1.3.4 Alternate Paths

Keep in mind trat all of thevarious ravigational elements, sieh as hypertext links, quick links, ecent pages,
and Actions menuscan al provide different ways of acaomplishingthe ame tsk. Thesame command might
be acesgble froman Actions menu oras alink. For example, to acess theProject Overview comporent,

you can click theProjeds link on the Peconstriction comporent, oryou can slect Open from theActions
menuon the Pragds row. Both methods ofmavigation achievethe sameresult. Fed freeto explorethe system

and find theways of navigation tret are best for you.

1.3.5 Using Bookmarks

You can booknark specific pages in thesoftware justas you wouldfor any otherwebsite. However, if you
have not yet logged on to thesystem, clickingabooknmark will take you to the Igon pagerather than the

bookmerked page.
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1.3.6 Icons

Iconsare small images throwghout thesystem tlat either conwvey information or can beclicked to perfam
an ation. For example, ared asteisk icon indicaes arequired field. An eraser icon in aQuick Find
seach boxcan be clicked to reset search criteria. This &ble shows somef thecommon icons ued in the
system:

Icon Usage

The eraser icon appears in Quick Find search boxes after criteria is entered. You can
= click the icon to reset the search criteria

This magnifying glass icon at the left side of a field indicates an auto-complete field. Auto-
Q complete fields display a filtered list of field values based on the first few characters you
type. You can press Enter to show all values.

- A red asterisk indicates a field where data entry is required.

The actions icon appears on Actions buttons that you can click to display an Actions

v menu. Actions menus provide access to commands and functions you can perform on
data.
b 4 The red Xicon appears on Delete buttons that you can click to remove newly added

rows that have not been saved. Clicking a Delete button removes the row immediately.

The trash can icon appears on the Mark for Deletion button that you can click to
@ remove saved rows. When you click the Mark for Deletion button, the button changes
to an Undo button. The row is removed only when you save the changes.

The undo icon appears on Undo buttons that you can click to reverse an action, such as
deleting a saved row.

system.

m The help icon appears on Help buttons that you can click to display the online Help
fE

The calendar icon is displayed on the right side of a date field. You can click the
calendar icon to display a calendar where you can pick a date as the field value.

Figure 6 - System Icons

1.3.7 Viewing Previous Activity

ThePreviousActivity Overview contains a list of links to the mosesent pages and componentsg/ou visited
usingyour active role. To dispby the PeviousActivity Overview, click the davn arrow on the Previous
button onthe Menu Bar, and slect View Previous Activit y.

Each row contains dink to theprevioudy visited page, the dite and timeof thelast visit,and an Actions
button. Thdist is sortedoy most to ast recently visited.

To navigateto a pevioudy visited pae, click the PageTitle link in theappropriaterow. To clletean

adivity from thelist, select Delete from theActions menuon theactivity row.
To reverse the dllete action, click theUndo button. Clck Savewhen to appy your changes to thesystem
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1.3.8 Viewing My Pages

TheMy Page Overview componentontains dist of all the pajes you have added to your My Pages list for
your active role. Toadd apage to theMy Pages list foryour active role, first navigite to the paggou want
to add. Next, click theMy Pages arrow on the Menu Bar, and click Remember this Page Thepageis
added to théMy Pages list foryour adive role.

To dispby the My Page Overview, click theMy Pages button on the Mnu Bar. The component listgll of
the pages you added when logged in with the sme user role thet is currently active.

To deleteapage from the list, slect Delete from the Actions menu on thgage's rov. When you are
finished,click Saveto appy your changesto thesystem.

1.4 Understanding your Role

A user role is a rame associated with acollection of seaurity accessrightsto the irformation contaired in
system canporents. Rolescombinethe permissions eeled for several related tasksand allow you more
efficient access to the parts dhe system you need. Rolesare designed by your agency and assigned to you by
your systemadministrator.

All users ofthe systemare assgned at least one scurity role. Many users have multiple roles, butyou
can orly useonerole at a time. Thekfore, you are always limited to the saurity access rghts ofyour
Active Role.

To see which of yourroles iscurrently active, click the davn arrow on theHome button on the Mnu Bar.
TheHome menu listsall of the roles thatare currently assigred to you. Yaur adive or current role appeas
a thetop of he list with achedk mark besideit.

You can switth your adive role at any time by clicking anotherrole on theHome menu. By selecting a
different rde, your permissions andesurity access arechanged to refl ect theareas you need to access to
perform your duties inthe rew role. When you switchroles, thesystemcontinues to dispay the component
where you were waking unlessthe rew role does not haveppraooriate seurity rights, in whch case the
system takes you tothe dashbard.

If you are assgned multipleroles ttat have espansibilities for multiple approvals at diferent stayes of the
sameworkflow orapproval proaess,you can orly perform theapproval corresponding to theauthority of your
Active Role. If the approvals are sequential, however, thesystemallows you toswitchroleswithout leaving
theapprova compament.

1.5 VDOT Control Groups

VDOT has an additional security level for all Users calleshtrol Groups. This is the Organization field

under each System Useraccodhnh e contr ol group restricts useraos
or Proposals in their unique control group. The control groups are asbiggedi o/DOT District, Division

or Constting firm which ismaintained by the AWHPreconstruction AdministratoA list can be found here:
Precon_ CONTROLGROUP_List_202205.xIsx
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https://covgov.sharepoint.com/:x:/r/sites/VDOT-CON-eConPortal-External/Shared%20Documents/AWP_PreCon4.2/Precon_CONTROLGROUP_List_202205.xlsx?d=w92f572f5af8d4c918a06d9c0eafdbbf9&csf=1&web=1&e=vGNoo1

1.6 Using Components

Theweb-based AASHTOWare Project system dsplays information in appli@tion components. Aompaent
is acontairer for theinformation andousiressfunctions onan applicaion webpage. Componentsre made up
of elements such as fields, lists,and links. Anapplication webpage can contain oneor mae comporents.
Somecomponentgontain alist of tabsaong the kft side, eat of which corresponds to asubset of
information related to thecomponenentity.

Note:ﬁ'o protect the information contained in your agency's system, components and
webpages only display the information and action features for which your active role has
been assigned access.

Each component incldes thesdeatures:

A A blue heaer is disphyed aaoss the top afhe component. Theomponat header can contain gvera
features, includingthe title of thecomponeat, aSavebutton,an Actionsbutton, aHelp button[Z], and an
expand/collapsebuttontd. The header might alsocontaincontextual information elated to thedata
contaired in thecompment.

A A verticd scroll bar is included on theright sideof any component thatontains morecontentthan
can beviewed in thebrowser window.

A Themostcommonelements found orcomponentsre fields in which informationcan berecorded.

A Mostcomponentgontain lists offowsfor atype of data, sich as propds or proposals.

A Components with listsontainavariety of filters to nake it easierto find spedfic rows. For mae
informaion about thedifferent kinds offilters you can use and customize.

A Actions menusallow youto choose function orprocess to grform on daa
Most componentontain multipletypes of Actions menusAll A ctions nmenus provideaccessto the
filesand linksattached to the active entity row.

A Selection modal windowsre used thraughout thesystem to maké easierfor you to add oe or
more rows of data toanother entity (for example, to add pragcts to apropoal).

A Keyboard keys have limitedfunctionality in components. TheTab key can be ugd to movefrom
onefield to the mxt, theEnter key can be used to <roll through adropdown list of \dlues in a
field, and thearrow keys can beused to roll through lists ofrows.

A Many componentgontan tabsarranged verticdly on the &ft side ofthecomponent. Cbking each
tab dispays thefields and information on tlat tab. Clicking the Savebutton on aabbed compaent
saes the infemation onal of the &absat once.
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1.6.1 Working with Fields

Fieldsare the mostommonelement found withincomponentsinformationcan berecorded in fields. You
can movefrom onefield to anotler by pressingthe Tab key or movingyour pointer to thefield andclicking
the kft mouse button.

A componentan contan ane or mae of thefollowing types offields:

A Tex boxes contain textual characters of any type. Some éxt boxes are cgpable of storingmultiple rows
of text. Thistype of text box includes amagnifying glass button on thaght sideof the box. Clicking
this button opens asecndary text window that allowsyouto viewand edit the &xt in alarger area In
this windowyou can usestardard Windowsediting commandslike cutting (CTRL+X), copying
(CTRL+C), and pasting (CTRL+V). When you are finishedediting text, click the Apply button or
press theEscapekey to close thetext window.

Q

A Nuneric fields contain oy numeic characters. Foral non-key numeic fields, thesystem
automatically inserts andcorrects theplacanent ofcommes and justifies values to the right wén you
leave the field.

A Autocompkte fieldsare liketext boxes except that they automeatically dispay a filtered list of field
values based on thefirst few characters you typeinto thefield. Auto-complete fieldsare indicaedby a
magnifying glass icoret thebeginning of thefield.

Q

Pressingthe Enter key without typing any charaders returns thefirst ten rows in that list, dispyed as adrop-
down nrenu. To build the list, theystem serches for ID and Name/Description values.By default, thefirst en
rows that natch the entered criteria are returmned. At theend ofthereturned list, thereis a link to dispdy the
next avail able set of rowsand a countof thetotal number of rows mathingthe seach criteria. A scroll bar
allows you to nove up and down throgh thereturned list. Pressingthe up ordown arrow key populaes the
field with theprevious or rext valuein thedrop-downmenu.To populatehefield, click theappropriate vaue
from thedrop-down nenu.

A Dateand Dat/Timefieldsinclude acdendar bution next to thefield. Click thecdendar button to
displaya cdendar from which you can slect a dite topopulate thdield insted of typing the date
manually.

i

Thesystemdefault date format is MM/DD/YY Y'Y and thesystemdefault time format is the 2-hour
format with AM or PM designation.
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A

& Note: The value you enter in a date field must be valid and reasonable (for example,
it should not exceed 99 years in the future).

Drop-down list borsincludeadown arow next to thefield. Click the davn arrow to
display alist of possiblefield values.

Click an item in the listto populatehefield. A scroll kar is avail able when needed to roll through the

list of values.Typing alettercycles the \aues throgh al of the valuesthat sart with that lette. If there
are no values that stat with that letter, thevalue in the select box will not change. After you have clicked
the groll bar, pressingthe up ordown arow key scrolls throwgh the goen drop down list.

A

A

Non-editable fieldsdispay information without atext box. You cannot chage the information in
thistype of field.

Chedk boxes are square boxes thatcan beselected or cleared by positioning the mouseointer
over them and clicking the kft mousebutton. Cledk boxes are ued to turnan option on oipoff.

Combired fields display read-only pieces of infformation deived from mutiple fields, but
trested as a single field on thepage.

Agency fields look andbehave like any otherfield, but have been customizd for purpmses
speific to your agency. For this reson,thesefields differ among agenciesand, unless/our
agency has creaed customagency Help, thesefieldsare not docurantedin the ailine help
system or thisuser's guide.

1.7 Overview, Summary, Tabs and Quick Links

All the major components in Preconstruction are accessed the same way, with the same navigation method t
for all of the major Preconstruction ComponeRojects, Prime Projects, Proposals and Lettings.

1.

You start at the Dashboardandselect the major component: Projects, Prime Projects, Proposals

and Lettings.

cansearchfor andselectthe specifidProject, Prime Project, ProposalLetting.

T At the component ds Over viRojectsPamedmjact, roposalic a n

Letting.

. Clicking on the componentwill take youtothat o mponent 6 s O.vAdthispoiatwous c r e

Once you havéound your specificProject, Prime Project, ProposalLetting, you carclick on its link

which opens in th&ummary screenwhere information can be edited.

The Summary screen, as are most other screens, is arranged by Tabs, with each tab containing

information related to the name of the tab.

VDOT AWP-PreCon Training Manual June2022
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1.8 Using the Quick Find Search Box
A Quick Find search box is a part of each component that contains a list.

1 It searches all rowsn the list for a string of text and thersplays only rows with fields containing that
string. The search begins automatically oncetthel character is entered and the text entered will remain
there until you click the button. %

|

v
© 9
Actions  Help  Log off

Project Overview

v Project Overview

Q 106872 -4 System Default | = | Showing 2 of 2

Project Type

0000106872B36 CMMR - CMMR MAINTENANCE RAAP (UNIQUE UPC)

Control Proj Descr -
Yes BRIDGE REPL-RTE 662 OVER RAGGED ISLAND CK

0000106872C01 CMMR - CMMR MAINTENANCE RAAP (UNIQUE UPC)

No PROPOSED BRIDGE ON RTE. 662 (WHIPPINGHAM PARKWAY) OVER RAGGED ISLAN v

Figure 71 Project Overview Search box

Follow these steps to use Qeick Find search box:
1. Click in the Quick Find searchbox for a list that you want to filter.
1 For example, in the Project Overview screen, the list being searched is the list of projects.

2. Type thestring of charactersyou want tomatch or use as a delimiter. The Quick Find filtenist
casesensitive.

1 After you type at least three characters and wait a moment, the system refreshes the list and disple
the rows that contain the string of characters you entered.

1 The search criterion creates a temporary filter.

3. If you want toremove a row from the list ofsearch results selectExclude from Search Resultn
the Actions Menu for that row.

M The row is removed from the list of search results.

M You can exclude additional rows as needed.
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2 . PROJECTS

This chapter covers creating, changing and delepirgjects. Please note that the specifics for entering
Maintenanceunded projects are provided in Chapter 3.

2.1 Responsibility

Whether you, the user, actually initiate the creation of the project or wait to receive your copy from another
user; carbe determined by the three cases described below:

Case 1 The Project Manager will create the project and make copies to move to the control groups of
the other designers/disciplines involved.

1 Before copies of the project are sent out, a Prime Project should be created and all of tl
projects (both the original and any copies) associated to the Prime Project.

Case 2 The designer (who is not a Project Manager) will not create the projeey; vl find their
copy of the project in their listing of projects once the Project Manager has made a copy in

their control group. The designer will review this project as submitted to him/her and make
appropriate revisions.

1 If the designer does not hathe project in their project listings, they should contact the
Project Manager.

Case 3 The designer will create a new project(s) if not provided by the Project Manager and the Projec
Manager will be responsible for adding the project(s) to the Prime.

Case4For a-afiotnamd project (a project in which no
will create the project(s). A Prime Project must be created, and the project(s) associated to it.

2.2 Field Entry and Case requirements.

All text entered in any and all fields in Precon must be UPPER case, that includes the letters
Project, Prime and Proposal | D6s (names).

Please usall UPPER CASEfor ALL fields in Precon
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2.3 Creating a New Project

The Add Project functioncreates a new Project aogens on theGeneral tab, which all ows you toadd
basic information for the new projed.

9 Click orProjectsfrom the Preconstruction Dashboard located on the Home page

1 Click the Project Overview Action buttoandclick Add.

1 Fillinonly therequired fields on the General tab

1 Please sedppendix Afor proper naming conventions.

Please usall UPPER CASEfor ALL fields in Precon

v Preconstruction

Prime Projects

From the Preconstruction Dashboard,
click on Projects. This will take you to
the Project Overview screen.

Proposals
Lettings
Find Bid Data

Project Overview

—
¥ Project Overview = hd 9
b

Q, | Type search criteria or press Enter System Default | Add <
asSKs

Check In

Import

Click the component
bar action button
and select Add.

Enter search criteria above to see results (or | Show first 10

The Add Project screen
opens on the General tab.

Add Project v

v Add Project

Project ID* A d . Item Code Table *
00010 en I -20 -
Counties 0000106872837 p p 16 - 2016
Districts Project Description * Unit System*
) BRIDGE REPLACEMENT-RT 662 OVER RAGGED Q English -
Points ISLAND CREEK

Project Type

F | | | | Federal Project Number CR - CR CONSTRUGTION RAAP | =
X STP-BRO5(258)
Urban/Rural
R € q ul Sgte Qoiect Number
- U-URBAN =
f i el d s nroossomsessss
FHWA 534*
on t h e Progress Schedule Category * 26011
- 2 - PROGRESS SCHEDULE CATEGORY |~
Gener at
UPC Number *
T a b O N Control Group * 00106672

Ccs1
Date of Estimate *
IPM Interface 05/08/2017 =]

Cl ikvWhehi ni s —

Figure 1 - Adding a New Project from the Project Overview screen

The Add Project screen requires entry of only the minimum required faidthé General Tab ONLYfor the
database to determine if the Project ID is uniguese the new project is saved then the user will complete the
remaining fields and tabs.
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The following fields are required (indicated byeal asterisk %) when adding a new Project:

8.
9.

Project ID (See Appendix A for proper naming conventions)
Project Description

Progress Schedule Category

Control Group

Item Code Table

Unit System

Project Type

FHWA 534

UPC Numbe(MUST be 8 digits add leading zerodo the UPC number)

10. Date of Estimate (auto fills current date)

The Add Project screen willdisplay four tabs: General, Counties, Districts and Points.

1 The remaining Project Summary tabsfkoad Segment, Bridge Segment and Workflow should not be
filled in when Adding a project.

1 To save the newly added project, click Ehia/e button found on tle right side of the Add Project
header.
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Saving the Project and Correcting Errors

When the required fields on the General tab of the Add Project screen have been completed or when you are
ready to save your data, click tBave button to insure that all information entered has been saved.

T

If you have completed all required field criteria satisfactorily and the Project ID (PCN) is a unique numbe
the project will be added/saved.

The Project ID field can be changed as long as yooratbe Add Project screen, even if the project was
previously saved on that screen.

Once you navigate away from the Add project screen, then you can only return to that project by way
the Project Summary screenhe Project ID field will convert todisplay-only and cannot be changed.
This ensures unique Project | D6s in the datab

If a required field was not filleth or incorrect data entered at a field which is supported with a reference
table, anError box will display. For example, if you left a required field blank or entered invalid data,

you will see arError box at the top giving information as to what field was left blank or contains an
invalid value.

If you attempted to create a project with a ProiPcalready in existence in the Precon database, you will
see arError box with the message that the Project ID (the primary key) is already being used by anoth
project. A project could already exist in another control group with the Project ID yojusaatéempted

to create. Precon will not allow duplicate Project IDs.

Note: when any errors are presented, they wraly show up one at a timgso you may have to go through
several correctionsbefore a save is successful.

Errors must be corre@d before thanewproject record will besaved/created.
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2.4 Complete Remaining Fields

Now thatyou havecreated & saved your Project and the required fields oG#meral tabglick the Overview

link, enter the new pr o] e c¢he@manddtabsgduntiespDestrictsaPoidts, Roadmp | €
Segmeni Bridge SegmentandWorkflow tabs.

EnterURG enummert he search box, S
begins afr?dérgitthésstyped.

Project Overview

¥ Project Overview E h 4 e
Pl Q105110 & [ | System Default | = | snowing 007 8

Project Type

0000105110C01 CR - CR CONSTRUCTION RAAP

Control Proj Descr -

Yes RTE 106 - IMP|

0000105110C02 CR - CR CONSTRUCTION RAAP

Yes RE 106 - IMPROVE INTERSECTION v

Figure 2 - Retrieving a Project from the Project Overview Screen

To complete the Project:

1. Click on theOverview quick link at the top left of the Add Project screen or click onHbene button
and then click orfProjects from the Preconstruction Dashboard located on the Home page

1 This will take you to theProject Overview screen.
2. Clear out the Search lajicking on the eraser, andthenenter the UPC Number.

3. TheProject Summary row will open Click on theProject ID to gpen your Project.
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2.5 Project Quick links

Quick links are displayed in bluetext below theMenu Bar and abovethe blue component bar. &elinks
allow you toquickly jump to applietion pages for the project.

All but the Wage Decisions quick links are discussed in later chapters.

A Users do not need to enter Wage deci

S i
That information is added in the Proposal. See chapter 9 for details

N T O -8 0

Actions  Help  Log off
Overview  Categories and Items  Fund Package Overview  Funding: Assign to ltems

Item Alternate Surmmary  Item Pricing

Iterm Worksheet
Project Summary Not U«

+ Project: 0000106872C01 - BRIDGE REPL-RTE 662 OVER RAGGED ISLAND CK

Propesal: CO000106872836

Figure 37 Project Quick Links
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2.6 General Tab

w Project 000110795001 - SMARTSCALE - ADD LANE TD RTE 107 UMDER I-81 EXIT 35

Proposal COD00110TI5C01

i Project ID App. A i C ot Tabober
R MIZ1PMATI T4 i6 . 16 -
Diistricts Project Description® iPM Uknit Sysiom Current 5
[, 2080 FLANT MIX a English -
Road Segments Semte Project Num iFM
Bridge & . City/Cnty iPM/App. C
Wordos 961 - 961 BRISTOL - ————————
LL] N
Federal Project Number iPM
Frimary Project County ID EAAOT 115
010 - BLAND
Federal Uverwiii
Parpesmeesnd Type iIFM
Chp 2 NFO - NO FEDERAL OVERSIGHT =
ASHH - ASPHALT COMNCRETE =
Federsl 1D Mumerals from
Froject Sialus Chﬂ a5 21335 Federal Project Mumber
COM1 - CONSTRUCTION (15T SUBMISSION) =
[ FHVIA 5 iPM
Project Work Type App. E 11108

Ak - MAINT ASPHALT FLANT MIX RESLRFALING =

Controllimg Project

Project lem Total
B For the Project Prime

2 530 892 19
Primary Project District 1D
L Humbers 0102 - BRISTOL / DISTRICTWIDE OR OFFICE
wian  MUST be 8 Digits!!
Plain Rewiawai | [gtimat B IPM
Const. Division Staff R-RURAL |
Ci2d - ZACH JONES = -+
Project Type & Cho 2
Designes VDOT user or CMMR - MAINTEMANCE RAAP -"”“‘I:"l
4| 1w Company Name
CHASE BUCHAMAN Pany Progress Schesdule Category ® Chp 2
M - M - PROGRESS SCHEDULE CATEGORY | =
Job Numbar (C2.55 'l state Project #
MN501 - NSO1 NO PLAMN PROJECT ™ ¢ et Date of Estimate ® Date
130 - Estimate Started
[ Comrol Group® ™ E ey your unique
] Control Group # La#a L [ Eatimats ::::.:h upuu-nl-u
p— recorded fo
e Dala warehouss wihen
. Progect is moved to
Lossded L D E ssimute CD control group
Praject Validation Last Step 3.106.471 50
When Project is complete
Jec P Date of Gen Bid Base Piics Enltl-'l.lp:_:lt D‘“”d

1AW 1]

Figure 4 - The General Tab Field Information

Use thed TAB] key to move between fields and enter the project information on the General tab.
Some fields havReference Tables.As you [TAB] to such a field, ardp-down arrow will appear. A selection
MUST be made from the available choices in the table.
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GENERAL TAB FIELD DESCRIPTIONS:

Project ID Required: The Project ID (formerly PCN) may consist of as many as 13 characters (14
characters are required for maintenahoeded (Maintenance Division) projects). Refer to
Appendix A for Project ID instructions. (Once the project is completed and added totéhask
this field becomes displagnly and cannot be changed.) All letters must be capitalized.
Examples: 0000109813C01, 0000110328N01

Project Description Required: For all projects (other than bridge), enter the description of the type of
work beingperformed on this project. The description from iPM is the best source. For Bridge
projects, enter the description from the front sheet title block from the plan set.

City/Cnty : Select County or City in which the project is located from the-dawyen mem which should
match the State Project Number. Appendix C & D includes County & City codes and appropriat
conversions when required.

EX.: Project number is 061®47-169. County/City Code is 047.

PavementType: Select the appropriate code from thepddown menu.

Pavement Type Code

Code Description

ASPH | Asphalt Concrete

BITC Bituminous Concrete
BITP Bituminous Penetration

Combination Asphalt &
Concrete

GRDE | Grade & Drained Earth
GRVL [ Gravel or Stone

MIXB Mixed Bituminous

OTHR | All Others

POCC | Portland Cement Concrete
PRIM | Primitive

UNIM | Unimproved

COMB
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Project Status Status of the project. Select the appropriate code from theddrep menu.

Project Status Table

Code Description

CE | Conceptual Estimate
CON1 | Construction (1sSubmission)
CON2 | Construction (2nd Submission)

FI Field Inspection

LAS | Passesto LAS

PE | Preliminary Engineering

PFR | Preliminary Field Review

PH | Public Hearing

RWS | Right of Way Stage

SR1 [ Secondary Roads Project Initiativ
SYP | Six Year Plan

Project Work Type: Select the appropriate code from the ddopvn menu.
See Appendix E for a complete listing.

Project Item Totals: This field populates automatically.

UPC Num Required: Enter the UPC number of the projethis field must have 8digits, pleaseadd
leading zeros to the UPC number tattain 8 digits in this field. Note: this field must match in
all Projects under a Prime.

Estimator: This field designates the individual performing the independent Evaluative Estimate and th
PlanReview in the Construction Division. Leave this field blank.

Designer This field designates the individual entering the estimate in ARk#eon Selectyour name
from the dropdown menuNote: All VDOT users should have their name in the list. If yoame
is not in the list please contact the A¥PRecon Administrator found in the Getting Help section.
Consultants shall select their firm/company name in this list which matches their Control Grou
number.
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Job Number (C#, B#, CREW):This field is derive from the last numbers of the State Project number
and can be found in IPM Pool tab under the Federal Numbers. Select the appropriate code from
drop-down menu. Example below from iPM. Users will select the CXXX for roadway, utilities,
traffic, etc digiplines. Bridge projects will use the BXXX in the list.

Job # Federal # Federal Funding Info

P101 STP-058-5(002) FHWA(STP) funds @ 80%

R201 STP-058-3(007) FHWA (5TP) FUNDS @ 100%
~| cs01 JeTP-087-5(029) FHWA (STP) FUNDS @ B0%

B&36 STP-087-5(029) FHWA [STP) FUNDS @ &0%

B&37 STP-087-5(029) FHWA [STP) FUNDS @ &0%

Control Group Required: The control group is the security designatibat dictates what project(s)
users have access Tthis fieldpopulates automatically with your control group when tonganew

projects The data in this field may be changed in order to trarsfproject to another
person¢ontrol group.

IPM Interface button: Refer to sectio2.6.1 for complete details. Please note this feature only functions
within VDOT networks.

Project Validation button: This is a VDOT specific project validation that should be run in conjunction
with the System Validation. The button is located at the bottom of the General tab within an ope
Project.This Validation must be run for every Prederoject.

Item Code TableRequired: Select from the dredown menu. This coincides with the current Road and
Bridge Specifications manual.

Unit SystemRequired: Defaults to E (English Project). Note: Metric is no longer used.

State Project Na: Enterthe state project numbeomplete with dashes, commas, etc.
Types starting with R or P (For example R201 and P101) should not be used

ROUTE=#

CITY or COUNTY CODE
SECTION
r TYPE

EXAMPLE: 0615-047-169,C301
0122-009-103,C501, B603
0666-009-793, M501, B663
GRSD-963-233, N501

Federal Project No:Enter the Federal Project Number, if applicable, in its entirety, complete with dashes
parentheses, etc. If the project is not fedetfaihded, enter NONEEX.: NH-5401(876)

Federal Oversight Select the appropriate code from the ddogvn menu.
FO = Federal Oversight
NFO = No Federal Oversight
N/A = State Project
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Federal ID: Enter only thenumbers from the Federal Project Number, with no punctuation, no alpha

characters, and seven digits maximum.
If the projectdoes not have a FederdProject Numbere nt er A NONEO
EXAMPLE : Fed. Project No. is STPA03(264)

Enter,503264

FHWA 534 Required: Enter he five alphanumeric characterode found in the Project Poalf iPM.

Controlling Project Checkbox: Should be checked for the project containing the most money. Se

Chapter9 of this manual for details.

Primary Project District ID: This field populates automatically.

Urban/Rural Class: Select the appropriate code from the ddogvn menuRural, Suburban or Urban.

Project Type Required (this is new} Select the appropriate code from the ddapvn menu.

PROJECT TYPE CODE
CODE USE
™ CONSTRUCTION / MAINTENANCE HYBRID
CMMR  |MAINTENANCE RAAP
CMMS  |MAINTENANCE SAAP
CMSR  |MAINT SCHEDULE RAAP
CR CONSTRUCTION RAAP

CRL CRL Project Type (For CRL Use Only)
CS CONSTRUCTION SAAP

RAAP (Reqular Advertisement and Award Processhre advertised on thé®2Tuesday for a
minimum of 21 daysPostedo n VDOT 06 s AdventisemantBuletin 8oard (CABB) web
system and the eVa website.

SAAP (Special Advertisement and Award Processgre advertised for 10 dagsinimum.Posted on
VDOTO6s Contractors Ad{CABB)siteamdithe eVavebBite.l | et i n
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Progress Schedule Categorigequired (Updated June2022) Select the appropriaBrogress Schedule

from the dropdown menu

RBS

VDOT Project Schedule Category Guidelines

Category |

Categoryll

evel of Complexity and Risk

Category lll

Very Low Low - Medium Medium High - Very High
Maintenance Projects Simple to Slightly Moderately Complex Complex to Very Costly Complex
Complex Construction Projects Construction Projects Construction Projects
(up to $3M) (up to $25M) (includes Mega Projects)
RBS Category | Category Il Category I
Description (Former CAT M) (Former CAT | + It) (Former CAT i) (Former CAT IV + V)
Level of Complexhy Very Low Low to Medium Medium High to Very High

and Risk

Type of Projects

1. Seasonal Maintenance

2. Maintenance Projects —
Road and Bridge
Standard Specifications
108.03

1. Small to medium size
construction/bridge projects

2. One or two season duration
3, Estimated contract value of
up to 33M

1. Moderately complex
medium size projects

2. Mu

iti-season duration

3, Estimated value up to

$25M

1. Large to very large size
complex projects

2. Multi-season duration.
miulti-major operations

Date of EstimateRequired: When you first create (add) the Project, this field will be automatically
populated with theurrent date. This field indicates the date the estimate was first started.

Last L&D Estimate: This field populates automatically when a project is moved t€Eheontrol group.

Loaded L&D Estimate: This field populates automatically when a project is moved to the CD control
group.

Date of Gen Bid Base PricesEnter the date when you generated item pri€ks date displays on the
cover of most Precon reports.
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2.6.1 iPM Interface

Preconstruction has an interface that will pull the general project data from iPM and transfer the data into
the fields of Preconstruction. The project in iPM is associated by the UPC field so it is crucial that the UPC
field befilled out correctly. In order for this interface to work, the user must reside on the VDOT network.
Unfortunately, this feature does not work for external users/Consultants.

The IPM Interface must be used from within an existing Project. From the Horaeen seled®rojects.

+x 9 0
m My Pages Actions  Help  Log off

On this page:  Preconstruction

PROJECT VDOT Designer

~ PRECONSstruction News (formerly Trsport) (2]

4317

ATTENTION USERS: Please insure that the UPC field in Projects is 8 digits. If you have a 6 digit upc you must add 2 leading zeros.
T

ATTENTION USERS: Please be advised that adding supplemental descriptions for Standard Items is strictly forbidden!!

If additional infermation is required beyond the standard specification you must use a Non-Standard Item.

Please see page 5-3 of the Precon manual
http:/fwww.virginiadot.org/business/resources/censt/ PRECON_Manual. pdf

2422117

NEW REPORT AVAILABLE! Users now have a new report called
PRELIMINARY PROJECT DETAIL ESTIMATE XLS.

This report exports a detail estimate to an Excel spreadsheet.

¥ Preconstruction 9

.

Pnime Projects

Type your Project ID into the Search box on the Project Overview Screen. Click on the Project ID once you
have found your project

+ 0 0
Pre - -
e e e
Project Overview

Q 106872 Ll System Default = spowing 505
Project Type
CMMR - CMMR MAINTENANCE RAAP (UNIQUE UPC)
gptol Broi Descr h 4
No PROPOSED BRIDGE ON RTE. 662 (WHIPPINGHAM PARKWAY) OVER RAGGED ISLAND CREEK
0000106872836 CMMR - CMMR MAINTENANCE RAAP (UNIQUE UPC)
Yes BRIDGE REPL-RTE 662 OVER RAGGED ISLAND CK hd
0000106872C01 CMMR - CMMR MAINTENANCE RAAP (UNIQUE UPC)
No BRIDGE REPL-RTE 662 OVER RAGGED ISLAND CK -
106872801_old CMMR - CMMR MAINTENANCE RAAP (UNIQUE UPC)
No PROPOSED BRIDGE ON RTE. 662 (WHIPPINGHAM PARKWAY) OVER RAGGED ISLAND CREEK v
XXXX106872601 CMMR - CMMR. MAINTENANCE RAAP (UNIQUE UPC)
No PROPOSED BRIDGE ON RTE. 662 (WHIPPINGHAM PARKWAY) OVER RAGGED ISLAND CREEK hd
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You are now in the Project on the General Tab. Scroll to the bottom of the page and select tH&Mutton

Interface.

Overview  Categories and tems  Fund Package Overvew

Project Summary

-

Actions  Help  Logoff

Funding: Assign to ltems  ltem Atemate Summary  Item Pricing Item Workshest  Wage Decisions

+ Project: 0000106872801 - PROPOSED BRIDGE ON RTE. 662 (WHIPPINGHAM PARKWAY) OVER RA...

Proposal:
General
Counties

Districts

Foints

IPM Interface

Project D Item Code Table *
coooioes72BOt  |o7-2007
Project Description* Unit System#
PROPOSED BRIDGE ON RTE. 652 (WHIPPINGHAM PARKWAY) | g English
OVER RAGGED ISLAND CREEK

State Project Number
Cibcrty 0662-046-664, 5635
046 - 046 ISLE OF WIGHT | =

Primary Project County ID
C046 - ISLE OF WIGHT

Pavement Type
ASPH - ASPHALT CONCRETE | =

Project Stafus

PE - PRELIMINARY ENGINEERING | =

Project Work Type
BN - BRIDGE NEW |

UPC Number*
00106872

Estimator
C012 - ANDY KEETON (CO) | *

Designer

Q| Begin typing to searh or press Ente

Job Number (C# B#CREW)
B601 - B601 BRIDGE PROJECT | =

Control Group*

C547

Project Vslidation

Federal Project Number
STP-BROS(258)

Federal Oversight
M/A - STATE FUNDING | =

Federal ID
NONE

FHWA 534 %

16015
Controlling Project

Primary Project District ID

0533 - HAMPTON ROADS / SUFFOLK

Urban/Rural
U-URBAN |+

Project Type
CMMR - CMMR MAINTENANCE RAAP (UNIQUE

Progress Schedule Category*
2-2-PROGRESS SCHEDULE CATEGORY | =

Date of Estimate *
0340812016 ]

LastL D Estimate

The iPM interface will open a new window on your web browser. This page will show the current data you
have on your project in Precon. Verify that the UPC Code is correct before moving forward.

User ID:GREGORY.PARSONS

Project Number

Item Code Table

UPC Code

Project Description
Federal Project Number
State Project Number
FHWA 534

Job Mumber

Federal Oversight
City/Cnty

Urban/Rural

Unit System

Progress Schedule Category

Import IPM Data

0000084932C02

IPM INTERFACE

12345

ENGLISH

1-PROGRESS SCHEDULE CATEGORY

Import JOB Data

NO RECORDS AVAILABLE

Import Road Data

NO RECORDS AVAILABLE

Import Location Data

User Name:GREGORY PARSONS

Select thémport IPM Dat a button. A new widow wilappear. The column on the left displays the current
data you have in Precon and the column on the right displays the data in IPM.
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The Select checkbox beside each row allows you to choose which fields you want to overwrite with iPM Datz
Click theUpdate button to import the iPM data or tiidosebutton to cancel importing those fields to Precon.
You will receive a message that the data updated successfully GKid¢k return to the IPM main screen.

User ID:GREGORY.PARSONS User Name:GREGORY PARSONS

Project Number 0000094532C02
Item Code Table 07

UPC Code 94932

Project Description IPM INTERFACE

Federal Project Number

State Project Number

FHWA 534 12345

Job Number

Federal Oversight

City/Cnty

Urban/Rural

Unit System ENGLISH

Progress Schedule Category 1-PROGRESS SCHEDULE CATEGORY

Import IPM Data Import JOB Data

NO RECORDS AVAILABLE

Import Road Data

NO RECORDS AVAILABLE

Import Location Data

IPM PROJECT DATA ®

Preconstruction Data IPM Data Select
Project Description IPM INTERFACE RTE 54 - SUPERSTRUCTURE REPLACEMENT
State Project Number 0054-166-270

FHWA 534 12345 2H114

Federal Oversght
City/Cnty 166- ASHLAND E3
Urban)Rura

EEEEEE

=)

4 Ix Project Data Updated Successtully

B o

Next, select thémport Job Data button. A new window will appear with the IPM Job Data.

Depending on the UPC, there may be multiple selections associated to the project. The Select checkbox allc
the user to select which job they would like to import. ClickUpeate buttonto import the iPM data or the
Closebutton to cancel importing those fields to Precon. You will receive a message that the data updated
successfully. ClickOK to return to the IPM main screen.
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User ID:GREGORY.PARSONS User Name:GREGORY PARSONS

Project Number 0000094532C02
Item Code Table 07

UPC Code 94932

Project Description IFM INTERFACE
Federal Project Number

State Project Number

FHWA 534 12345

Job Number

Federal Oversight

City/Cnty

Urban/Rural

Unit System ENGLISH

Progress Schedule Category 1-PROGRESS SCHEDULE CATEGORY

Import IPM Data I Import JOB Data

NO RECORDS AVAILABLE

Import Road Data

NO RECORDS AVAILABLE

Import Location Data

Click thelmport Road Data button. A ng window will appear with the Road Segment Data. The left

column displays the data currently in Precon and the right column displays the data currently in iPM. The
Select checkbox beside each row allows you to choose which fields you want to overthriMvData. Add

the route in the Road Description field. Click thpdate button to import the iPM data or tiidosebutton to

cancel importing those fields to Precon. You will receive a message that the data updated successfully. Click
OK to return tathe IPM main screen.

35
VDOT AWP-PreCon Training Manual June2022




























































































































































































































































































































































































































































